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Introduction

lowa Court Rule 41.9 adopts a reciprocity reporting alternative with respect to continuing legal
education (CLE) attendance, intended to ease the reporting process for out-of-state attorneys and likely
reduce the number of out-of-state CLE events submitted for accreditation in lowa. Because some of
lowa's neighboring states have lesser requirements and different CLE policies, the rule allows
nonresident attorneys to certify attendance of the same number of hours required for resident lowa
attorneys, and that those hours were accredited by the CLE regulatory body in the attorney's resident
state or the District of Columbia. The rule denies the out-of-state reporting exemption to attorneys who,
although residing outside lowa, are in fact practicing in lowa.

Attorneys who qualify for CLE reporting by reciprocity are still required to log in to their lawyer account
page during the normal annual reporting period and file a report. They have the option to file the normal
annual CLE report, or if they qualify for reporting by reciprocity they may file the reciprocity report in lieu
of the normal annual CLE report. An attorney who elects to file the reciprocity report must certify as part
of the submission process that he or she meets all of the requirements of rule 41.9.

To qualify to submit your CLE report by reciprocity, you must certify that during the calendar year to
which your report of continuing legal education (CLE) attendance pertains:

You resided in another state or the District of Columbia.

You did not practice law in lowa at any time.

You attended at least 15 clock-hours of CLE accredited by the CLE regulatory body in
your state of residence or the District of Columbia.



You attended at least three clock-hours in the area of legal ethics accredited by the CLE
regulatory body in your state of residence or the District of Columbia every two-year
biennium ending in the odd-numbered year.

In addition, you must designate the state or District of Columbia whose CLE regulatory body accredited
the CLE upon which your certification is based, and you must specify the number of CLE hours and
ethics hours for which you claim credit by reciprocity for the reporting year. This permits normal CLE
calculations, including carryforward hours, to facilitate movement back and forth between the regular
CLE report and the reciprocity report from year to year.

*Tip: If your home state equates 50 minutes of instruction to one hour of credit, you must total your
actual minutes of instruction and divide by 60 to get the correct number of hours for lowa, which
equates 60 minutes of instruction to one hour of credit.

Your answers to the qualification questions, and overall certification are captured in the database. You
may generate a pdf edition of that report, based on the captured data elements, just as the normal
annual CLE report for a given year can be generated for any year in which a normal report is submitted.

You will be required to pay the normal annual CLE administrative fee (currently $10), and any late filing
fees that might apply. Late filing fees will be collected with each reciprocity report, if applicable. But it
also is possible to submit an application for extension of time and subsequently file the CLE report by
reciprocity without penalty during the period of the extension.

General Instructions on Using Professional Regulation Site

Screen Size: The optimum screen resolution for viewing and using the web pages on the site appears
to be 1024 by 768, with your text size set at medium in Internet Explorer. It is possible to use the web
pages on the site at a screen resolution of 800 by 600 if your text size is set at the smallest setting, but
you will find it necessary to scroll left and right to view and use some of the pages. If you find a page
display slightly jumbled or not completely visible, this is an indication that you need to reduce your text
size or boost your screen resolution.

Screen Narratives: Narrative instructions are provided for most web pages, generally at the bottom of
the page. In addition, many functions have an initial instruction or advisory page that will be presented
before you actually begin the process. A careful reading of these narratives, especially the first time
you perform a function, may assist you.

Payment of Fees: The fee associated with annual reporting is payable at the time a registration is
submitted. The SCC/OPR web site will accept payment by credit card (Mastercard, Visa, Discover) or
by eCheck. You will want to have your credit card or bank routing number and bank account number
available when you file your applications.

If You Want to Stop a Process : At any time you can halt a process you are attempting to complete on
the site and return to the menu of options available to you, by clicking on the entry “My Account Page
for Sponsor” where it appears on the menu on the left side of your screen.

If You Need Help: General assistance with logging in to the site, password changes, misplaced or
forgotten passwords, or the payment mechanism, is available during normal business hours at the
Office of Professional Regulation at 515-725-8029.



Logging In

Most site functions for lawyers .
require that you log in as a user.
Near the top left corner of the  unrewmn

Login | Lawyers — | Lawyer Admissions < | Law Firms < | CLE Sponsors <> | Shorthand Reporters < | IOLTA < | Public < | Tutorials

For assistance with use of this site, please call the Office of F i ion at 515-725-8029. Assi is available during normal business hours. The
assistance available includes help logging in to the site, lost passwords, CLE and client security reporting requirements, extensions, approval of CLE events, or

Passward i
eese——- | e
Forgot

Password
This website wil be down every day between the hours of 1:30am and &:00am due fo database maintenance

front page, you will see two
windows labeled “Username /
Account ID” and “PaSSWOFd" gf‘::::Dmab\hlyanlesmnllne

Home

Welcome

Welcome to the public services page of lowa Supreme Court Office of Professional Regulation. The clickable menu options on this page allow any member of the public to

New Pro Hac Vice Atiorney ?Jccess a rangde 'gf serwcdesf II-:WYHi c[ergﬂeg shfor;hand repgnehrs‘ E)LTA banks fand ;pans::rz ‘of connnum? \egg\ edxc a‘}ian evenlsbmay log in to their accounts using the
Regisiration Isemame and Password fields on the left side of this page. A short description of each available service is found in the description box.
Type the wuser name and
password you received at the time ~ ##%cs
of your admission (0 r in a :2:“25 et RO Pro Hac Vice Attomeys
ili H Search Certified Shorthand Reporters Register as Pro Hac Vice Attorney
Sepa‘rate malllng) ln the New CLE Sponsor Contact
appropriate WindOWS and then Registration Search Lawyers Search Pro Hac Vice Attorneys
1
I i i New [OLTA Contact Search CLE Sponsors Get Complete List of Pro Hac Vice Attorneys
click the [Login] logo directly i
under the Password window. . Search CLE Evens
lew Law Firm Contact
Registration Search Disability and Discipline Orders
Contact Us

*Tip: These entries are case-
sensitive. What's New

Notes for the 2017 Report Filim}; Season for Attorneys:

Filing season for the annual client secunity and continuing legal education (CLE) reports due March 10, 2017, will begin on December 26, 2016. Until December 26,
attorneys may log in to their account page fo add CLE events to their transcripts or request an extension of time to complete CLE requirements. Annual reports will be
aceepted beginning December 26.

Navigating the Menu Page

My Account Page for Lawyer
Enter your user name and
password, and click the [Login]
button; your personal menu page GOP[##ESTOI%E%JQQ
entitted “My Account Page for ICIS PN ATOO08E3
Lawyers” will appear. Clck b below o perform e ask.
General Functions CLE Functions

This page is structured with two
Components_ The first Component Pigintain Personal Infarmation Maintain CLE Transcript
is the menu of functions that you

can perform by clicking a button to Apply for Certicate ofExempton Submit Annal CLE Report
start the . process. These_ are Request Reinstatement Instructions Submit CLE Program
grouped into General functions,

Client Security functions, CLE Revew Payment History Review Submited CLE Programs
functions, and Judicial Nominating

Election functions. View Compliance History View Prior Annual CLE Reports
The menu items available to you Tutorial File for Regular CLE Extension
may vary depending on your Video Tuorel Submi CLEReport B Recpracy

status.  For example, lawyers
registered as multijurisdictional
practitioners should not see menu Judicial Nominating Elections  Client Security Functions
items pertaining to CLE reporting,
but should see the menu items
pertaining to General Functions ; ViewPrior sl Cent Security Reports
and Client Security Functions.

Submit Annual Client Security Report




Filing the Annual CLE Report by Reciprocity

To start the process of filing
your annual CLE report by
reciprocity, click on the menu
item [Submit CLE Report by
Reciprocity] under the CLE
Functions heading.

You will see an explanation
page similar to the one shown
below. After you have read
and understood this
explanation, click [Continue] to
proceed to the report
submission process.

~My Account Page for Lawyer

PAUL H. WIECK I
Commission |0 13939
[CIS PIN: AT0008523
Click box below o perform the task

CLE Functions

Mlaintain CLE Transcript

General Functions

Iaintain Personal Information
Apply for Certificate of Exemption Submit Annual CLE Report
Request Reinstatement Instructions Submit CLE Program
Review Payment History Review Submitted CLE Programs
View Compliance History View Prior Annual CLE Reparts
g = File for Regular CLE Extension

Submit CLE Report By Reciprocity

Judicial Nominating Elections  Client Security Functions

Submit Annual Client Security Report

View Prior Annual Client Security Reparts

—Step 1 - Submit Annual CLE Report by Reciprocity

lowa Court Rule 41 9 adopts a reciprocity reporting alternative with respect fo continuing legal education (CLE) attendance, intended fo ease the reporting
process for out-of-state attorneys. Rule 41 .9 allows nonresident attorneys to certify attendance of the same number of hours required for resident lowa
attorneys, and that those hours were accredited by the CLE regulatory body in the attorney's resident state. The rule denies the out-of-state reporting
exemption o attorneys who, although residing outside lowa, actually practice in lowa during the reporting year.

Attorneys who qualify to file the CLE report by reciprocity have the option to file the normal annual CLE report, or if they qualify for reporting by reciprocity
they may file the reciprocity report in lieu of the normal CLE report. An attorney who elects to file the reciprocity report must certify as part of the submission
process that he or she meets all of the requirements of rule 41.9, and specify the number of CLE hours and efhics hours for which credit is claimed by
reciprocity for the reporfing year. In addition, the attomey is required to pay the normal annual CLE administrative fee and any late fiing fees that may apply.
The commission may require any member who claims exemption under this rule to provide proof of attending the accredited continuing legal education in the
other jurisdiction.

To qualify to submit your CLE report by reciprocity, you must certify that during the calendar year to which your report of continuing legal education (CLE)
attendance pertains:

You resided in another state or the District of Columbia.
You did not practice law in lowa at any time.
You attended at least 15 clock-hours of CLE accredited by the CLE regulatory body in your state of residence or the District of Columbia.

You attended at least three clock-hours in the area of legal ethics accredited by the CLE regulatory body in your state of residence or the District of
Columbia every two-year biennium ending in the odd-numbered year.

In addition, you must designate the state o District of Columbia whose CLE regulatory body accredited the CLE upon which your cerfification is based, and
you must specify the number of CLE hours and ethics hours for which you claim credit by reciprocity for the reporting year

You may submit your report of CLE by reciprocity by selecting the "Continue” button below, or you may return fo your lawyer account page by selecting the
"Go to My Account” button.

GoToMyAccount | Continue




You will be shown a screen
similar to the one on the right.
On this page, you must certify
each of the qualifications for
filing by reciprocity. You also
must specify the number of
CLE hours and ethics hours
claimed by reciprocity for the
reporting year. This permits
normal CLE calculations,
including carryforward hours, to
facilitate movement back and
forth between the regular CLE
report and the reciprocity report
from year to year.

*Tip: If your home state
equates 50 minutes of
instruction to one hour of
credit, you must total your
minutes and divide by 60 to get
the correct number of hours for
lowa, which equates 60 minutes
of instruction to one hour of
credit.

If all of the following information is correct, review the certification at the bottom of page, and click on

the [Submit] button.

If your answers to the
qualification questions indicate
you are not eligible to file the
annual CLE report by
reciprocity, you will be shown
a screen similar to the one on
the right.

If you are shown this screen,
your options are to start at
your lawyer account page and
file a regular annual CLE
report, or make a second
attempt to file the reciprocity
CLE report by correcting your
answers.

~ 1t Al CLE Report by Reciorct - gty

~Step 2- Submit Annual CLE Report by Reciprocity

I hereby certytothe lowa Supreme Court that during the calendar year to which tisepart of continuing legal education (CLE) atendance
pertaing.

| resided in 2 state other than lowa or in the District of Columbia. © Yes O No

Idid not practice law n lowa at any time. O Yes O No

| attended at least 16 clock-hours of CLE accradited by the CLE - Yes O
requlatory body in my state of residence or the District of Columbia, - 7 ho

The number of clock-hours of CLE [ claim credit for by reciprocity fur:
the reporting year is:
I have attended at least three clock-hours i the area of legal ethics
accredited by the CLE regulatory body in my state of residence orthe
District of Columbia &very two-jear hiennium ending in the - Yes O Mo
odd-numhered year.

The number of clock-hours of legal ethics CLE | claim credit for by
reciprocity for the reporting year is: :
The state or District of Columbia whose CLE regulatory body accredited
the CLE upon which my certiication is based is ]
I hereby submit s report pursuant to lowa Court Rule 41 9 and certy o the lowa Supreme Court
that the above report s true and correct and | qualfy o fle this report of safisfaction of continuing

legal education (CLE) requirements in lowa through attendance at CLE events accredited by the
CLE requiatory bady in my stale of residence.

Back | Submit

Becase: o v oo o of e uesons on e oy Reporuesomare, o a1 Igmetoﬂeyoufa ICLE pn glnt
Mefhod.ou il eedfoeum o our aomeyacoun age and e e e e 'Sub| g CLE Reprt e ou anul CLE epotusig e
fadtonl g neod

Clckon e G To M Accunt o A our aomeyacoun e

o ToMy Account




If your report is accepted after
you click the “Submit” button,
you will be shown the fee
payment page shown at the
right. This page allows you to
enter your contact information,
including an email address,
and then select a method for
payment of the fees due.

Select the payment method
you desire using the selection
box shown in the “Payment
Method” section of the page.
You will then be shown the
specific page associated with
your choice of payment
method.

If you select payment by credit
card, the payment method
portion of the screen will expand
as shown to the right. The
credit card payment screen that
allows payment by MasterCard,
Visa, or Discover credit cards.

If you select payment by
e*Check, the payment method
portion of the screen will expand
as shown to the right. The bank
payment screen allows direct
payment from your bank
account.

10wl

Make a Payment

State of Tows TEST site

Amount Due $445.00

Frequency Ore Time
Payment Amount $445.00
Payment Date Pay row

First Name
Last Name

Company [Optors
Address 1

Address 2 (Options
City/Town
State/Province/Region
Zip/Postal Code
Country
Phone Number

Emsil Address

Payment Method  Select (B3]

- Coosel

Payment Method

Payment Method  Credit/Debit Card [

oscovtx
Card Number &

Expiration Date Month Y| Year [¥]

Card Security Code &3]

Card Billing Address @) Use my contact information address

Use a different address

-

Payment Method Checking or Savings [~

—
VISA

Sampio Check
123 Main St

Anytown, MO 12345

Bank Routing Number

Bank Account Number




Once you have selected and
input your payment, you will be
shown a payment review
screen. The payment review
screen for a credit card
payment is shown to the right.
After you review and confirm
the information on this screen,
click on the [Confirm] button.

You then will be shown a
payment confirmation
screen.

The payment confirmation
screen for a bank account
payment is shown to the
right.

At the payment confirmation
screen, you will be given an
opportunity to print a copy of
the payment confirmation
screen to your local printer.
A confirmation message also
will be sent to the email
address you specified in the
contact information.

10U

Review Payment

Description Stst= TE!
Stat: TEST site
Payment Amount

Payment Dete 12/15/2014

payment Method
Payer Name Paul Wissk
Card Number *1111
Expiration Date Jan-2015
Card Type Vi

Confirmstion Emsil wieck@address.gov

Address 1 111 E Court fvenue
City/Town Des Moines
Stste/Province/Region Tows
Zip/Postsl Code 50313
Country US&

First Name Paul

Last Name Wieck

Address 1

City/Town Des

Stste/Province/Region Iows
Zip/Postsl Code 50319
Country USA
Phone Number 5157258028

Emsil Address wieck@address.gov

m[ﬁj"l;'ank
=
Confirmation

Ppowered

Please keep a record of your Confirmation Number, or print this page for your records.

Confirmation Number IOWTST002210299
Payment Details

Description State of Iowa TEST site
State of Iowa TEST site
Payment Amount $445.00
Payment Date 12/15/2014
Status SCHEDULED

Payment Method
Bank Routing Number 011000206
Bank Name BANK OF AMERICA N.A
Bank Account Number #3435
Bank Account Type Checking
Bank Account Category Consumer

Confirmation Email wieck@courts.gov

bank

To return to the OPR front page, click the [Continue] button.

rmation beiow 2nd select Confirm to process your payment, Seiect Back to retum to the pravious page to make changes to your payment.

o
2.

§ Security



